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Be com e  a  m a ste r of MS Word . Powe rup  your skills , 
a nd  une a rth the  se cre ts of the  MS Word  softwa re

M I C R O S O F T  W O R D  – S K I L L S  
M E A S U R E D



Ma s t e r in g  t h e  Ma gic o f MS Wo r d

Th is  w o rksh o p  se rie s  w ill p ro vid e  a  fu n d a m e n t a l 

u n d e rs t a n d in g  o f t h e  h id d e n  se c re t s  o f MS w o rd  

a n d  h e lp  co m p le t e  t a sks  in d e p e n d e n t ly, a n d  

co m p e t e n t ly.  

P a rt ic ip a n t s  w ill b e  a b le  t o  p re p a re  p ro fe ssio n a l 

d o cu m e n t s  w it h  co n fid e n ce  a n d  le a rn  t h e   co rre c t  

a p p lica t io n  o f t h e  p rin c ip a l fe a t u re s  o f MS W o rd .

W e  w ill re ve a l t h e  h id d e n  t ricks  a n d  t ip s   t h a t  w ill 

a llo w  p a rt ic ip a n t s  t o  p re p a re  d o cu m e n t s  fo r a   

va rie t y o f p u rp o se s  a n d  s it u a t io n s .

So m e  e xa m p le s  in c lu d e  p ro fe ssio n a l-lo o kin g  

re p o rt s , m u lt i-co lu m n  n e w sle t t e rs , ré su m é s, a n d  

b u sin e ss  co rre sp o n d e n ce .

W in  W it h  MS W ord



This workshop  se r ie s ha s six m odule s. St ud e nt s  ca n choose  t he  

m ost  re le va nt  m odule (s) t he y would  like  t o  e nro l in. 

The re  a re  no  p re re quisit e s .

It  is  ope n t o  a nyone  who  is  int e re st e d  in be com ing  p rofe ssiona lly 

t ra ine d  in MS Word .

Ea ch m odule  is  3 hours a nd  will be  de live re d  online  via  zoom . 

Re source s a re  p rovide d  t o  a ll s t ude nt s , includ ing  a  ha ndbook, 

de m onst ra t ion vide os, le ct ure  no t e s, a nd  cla ss re cord ing . 

St ru ctu re  of O n -Dem a n d  Series 
o f W orksh op s



2 Insert and format text, paragraphs, and 
se c t io n s

3 Ma n a g e  t a b le s a n d  lis t s

4 Cre a t e  a n d  m a n a g e  Ta b le  o f Co n t e n t s  

5 Wo rd  Ma il Me rg e  1: Le t t e rs , La b e ls , Dire c t o rie s  

6 Wo rkin g  w it h  g ra p h ic  e le m e n t s

1 Ma n a g e  d o c u m e n t s

W in  W ith  Microsoft  W ord



Mod u le  1:
Ma n a ge Docu m en ts

Ke y Le a rn in g  Ou t co m e : 
Understanding the Word Environment 

Key Topics : 

Fo rm a t d o cu m e n t s

￭ Se t  u p  d ocu m e n t  p a g e s

￭ Ap p ly st yle  se t s

￭ In se rt  a n d  m od ify h e a d e rs a n d  foo t e rs

￭ Con fig u re  p a g e  b a ckg rou n d  e le m e n t s

Sa ve  a n d  sh a re  d o cu m e n t s

￭ Sa ve  d ocu m e n t s in  a lt e rn a t ive  file  fo rm a t s

￭ Mod ify b a sic  d ocu m e n t  p rop e rt ie s

￭ Mod ify p rin t  se t t in g s

￭ Sh a re  d ocu m e n t s e le c t ron ica lly



Mod u le  2 :
In sert  a n d  Form a t  Text , P a ra gra p h s &  

Sect ion sKey Learn ing  Outcomes : 
Effe c t ive ly m a n a g e  t e xt , fo rm a t t in g , a n d  flo w

Key top ics : 

In se rt t e xt a n d p a ra g ra p h s

￭ Find a n d re p la ce t e xt

￭ In se rt sym b o ls a n d sp e c ia l ch a ra c t e rs

Fo rm a t t e xt a n d p a ra g ra p h s

￭ Ap p ly t e xt e ffe c t s

￭ Ap p ly fo rm a t t in g b y u sin g Form a t Pa in t e r

￭ Se t lin e a n d p a ra g ra p h sp a c in g a n d in d e n t a t ion

￭ Ap p ly b u ilt -in st yle s t o t e xt

￭ Cle a r fo rm a t t in g

Cre a t e a n d co n fig u re d o cu m e n t se c t io n s

￭ Form a t t e xt in m u lt ip le co lu m n s

￭ In se rt p a g e , se c t ion , a n d co lu m n b re a ks

￭ Ch a n g e p a g e se t u p op t ion s fo r a se c t ion



Mod u le  3 : 
Manage Tables and Lists

Ke y Le a rn in g  Ou t co m e s : 
Understand how to construct and manage tables.

Key topics:
Manage tables and lists

￭ Con ve rt  t e xt  t o  t a b le s

￭ Con ve rt  t a b le s t o  t e xt

￭ Cre a t e  t a b le s b y sp e c ifyin g  row s a n d  co lu m n s

Mo d ify t a b le s

￭ Sort  t a b le  d a t a

￭ Con fig u re  ce ll m a rg in s a n d  sp a c in g

￭ Me rg e  a n d  sp lit  ce lls

￭ Re size  t a b le s, row s, a n d  co lu m n s

￭ Sp lit  t a b le s

￭ Con fig u re  a  re p e a t in g  row  h e a d e r

￭ Usin g  a  Su m  Form u la



Mod u le  3 : Con tin u ed

Ke y Le a rn in g  Ou t co m e s : 
Understand how to construct and manage tables.

Ke y t o p ics :

Cre a t e  a n d  m o d ify lis t s

￭ Form a t  p a ra g ra p h s a s n u m b e re d  a n d  b u lle t e d  list s

￭ Ch a n g e  b u lle t  ch a ra c t e rs a n d  n u m b e r fo rm a t s

￭ De fin e  cu st om  b u lle t  ch a ra c t e rs a n d  n u m b e r fo rm a t s

￭ In c re a se  a n d  d e c re a se  list  le ve ls

￭ Re st a rt  a n d  con t in u e  list  n u m b e rin g

￭ Se t  st a rt in g  n u m b e r va lu e s



Mod u le  4 :
Crea te  a n d  Ma n a ge (Ta b le  of Con ten ts )

Ke y Le a rn in g  Ou t co m e s : 
Create and manage style elements and automatic Table of Contents

Ke y t o p ics :

• Cre a t e a n d m od ify st yle s

• In se rt a u t om a t ic t a b le s o f con t e n t s

• Cu st om ize t a b le s o f con t e n t s

(PRIOR EXPERIENCE WITH MS WORK IS HIGHLY

RECOMMENDED FOR THIS MODULE)



Mod u le  5: 
W ord  Ma il Merge 1: Let ters, La b els, 

Directories?
(PRIOR EXPERIENCE WITH MS WORK IS HIGHLY

RECOMMENDED FOR THIS MODULE)

Ke y Le a rn in g  Ou t co m e s : 
Cre a t e  a  b a t ch  o f d ocu m e n t s t h a t  a re  p e rson a lize d  fo r e a ch  re c ip ie n t

Ke y t o p ics :

• Se t t in g u p Da t a Sou rce ,

• Cre a t in g Ma in Docu m e n t – Ad d re ss Blocks, Gre e t in g Lin e s, So rt in g .

• Me rg in g Da t a Sou rce a n d Ma in Docu m e n t t o c re a t e fin a l p rod u c t



Mod u le  6 : 
W orkin g w ith  Gra p h ic  Elem en ts

Ke y Le a rn in g  Ou t co m e s : 
Apply pre -d e sig n e d  illu st ra t ion s, t e xt  b oxe s a n d  g ra p h ic  e le m e n t s

Ke y t o p ics :

In se rt  illu s t ra t io n s  a n d  t e xt  b o xe s

￭ In se rt  sh a p e s

￭ In se rt  p ic t u re s

￭ In se rt  3D m od e ls

￭ In se rt  Sm a rt Art  g ra p h ics

￭ In se rt  sc re e n sh o t s a n d  sc re e n  c lip p in g s

￭ In se rt  t e xt  b oxe s

Ad d  t e xt  t o  g ra p h ic  e le m e n t s

￭ Ad d  a n d  m od ify t e xt  in  t e xt  b oxe s

￭ Ad d  a n d  m od ify t e xt  in  sh a p e s

￭ Ad d  a n d  m od ify Sm a rt Art  g ra p h ic  con t e n t



Mod u le  6 :  Con tin u ed  

Ke y Le a rn in g  Ou t co m e s : 
Apply pre -d e sig n e d  illu st ra t ion s, t e xt  b oxe s a n d  g ra p h ic  

e le m e n t s

Ke y t o p ics :

Fo rm a t illu s t ra t io n s a n d t e xt b o xe s

• Ap p ly a rt ist ic e ffe c t s

• Ap p ly p ic t u re e ffe c t s a n d p ic t u re st yle s

• Re m ove p ic t u re b a ckg rou n d s

• Form a t g ra p h ic e le m e n t s

• Form a t Sm a rt Art g ra p h ics

• Form a t  3D m od e ls



P a ym en t: Cost  p er   Mod u le

Earn a certificate of completion
When you finish all six modules, you'll earn a certificate that you 

can share with prospective employers and your professional 
network.

Current UWI student and staff - TT$250 /US$38
Non -UWI student - TT$300 /US$48



CO NTACT US 

Ca ll o n  u s  t o d a y fo r  fu rt h e r a s s is t a n ce : 

Faculty of Social Sciences Summer Office
Phone – (868) 662-2002 Ext. 82675

E-mail STA-FSS.SummerSchool@sta.uwi.edu
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